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Initiator Page

The Current Classes list displays classes that are currently in session or ended 
within the last week.  If the class you want is not displayed, then enter the FY, 
School, Course, Phase, Class and click the View Roster button.



Initiator Views Roster

The roster displays students who have been input in the class.  If a DA Form 1059 record has already been created, then the current 
status, version, remarks, and the current user will be displayed as well.



Template

Set up a template in order to populate standard data in 
all new DA Form 1059s created for this class during 
this browser session.  The ability to add standard 
comments has been added.  This is intended only to be 
used for adding a standard bullet comment that may be 
required for each student in the class.



Generate Shells

Generate a shell for all or 
specific students in the 
class.  All DA Form 1059’s 
will be created with the 
new version of the form.  If 
a template is loaded, that 
information will appear on 
every DA Form 1059 
record created during this 
process.  The DA Form 
1059 record will appear in 
the ToDo list for whomever 
is entered in item 1.



Preparing Officer ToDo List

Note that the any old 
versions that are still being 
worked are still present and 
can still be completed using 
the old process.  The 
Preparing Officer can click 
the Open DA Form 1059 
link to open and edit the 
record.



DA1059 Block 1-10

See AR 623-3 for specific instructions on each form field.  Referred reports may be created online, but need to be 
printed, signed and distributed manually.



DA1059 Block 11-14



DA1059 Block 15

The AKOID must be entered for the Preparing Officer, Reviewing Officer, and Student if using electronic signatures and 
distribution.



Print View of Official Form

Select Print View on the 
toolbar on the DA Form 
1059 entry page.  You must 
have the free PureEdge 
Viewer version 6.5 or 
higher installed on your 
computer to view the form.  
Note that the first box in 
block 9 is checked only if 
this IS a referred report.  
The Yes/No boxes  

Note that the first box on 
the left in block 9 is 
checked only if this IS a 
referred report.  The 
Yes/No boxes are for the 
student to indicate if he/she 
will be submitting 
comments for a referred 
report.



Save and Forward to Initiator

Each user can forward the DA Form 1059 record to anyone with a valid AKO account.  This allows schools to use any routing 
path they choose.  The forwarded DA Form 1059 appears in the ToDo list of the next user.  



Initiator Views Roster to Check Status



Request Signatures

Use Request Signatures to initiate the electronic signature process. Open the DA Form 1059 and click Request Signatures on the 
toolbar.  The record is placed in a Pending Signature status and placed in the Preparing Officer’s Pending Signature List which is 
part of the ToDo list page. The record is locked and an electronic version of the form is created and stored on the server. The 
routing order for signatures is Preparing Officer, Reviewing Officer, and student.  All 3 must have a CAC, CAC Reader, and the 
PureEdge Viewer version 6.5 or greater.  Routing is automatic.  After the Preparing Officer signs, the record is placed in the 
Reviewing Officer’s Pending Signature list.  After the Reviewing Officer signs, an email is sent to the student containing 
instructions and a link to a page that opens up the DA Form 1059 after they log in with their AKO credentials.  The AKOID of 
the Preparing Officer, Reviewing Officer, and student must be entered in the Block 15 section of the form in order to perform 
electronic signature routing. 



Sign Step 1

Go to the ToDo list and 
select Sign DA Form 1059.  
Make sure you CAC is 
inserted in your CAC 
reader. 



Sign Step 2

Select the appropriate 
signature button.  Click OK 
on the prompt.



Sign Step 3

Select the Sign button.



Sign Step 4

Select the MySignature.cps 
file and click open.  This 
file is automatically created 
when you install the 
PureEdge Viewer.  By 
default, it is stored in the 
Program 
Files/ApproveIt/Capture 
folder.



Sign Step 5

Select Sign Using button 
and then choose 
Certificate/Smart card



Sign Step 6

Select your certificate 
and click OK.  If your 
certificate does not show 
up in this prompt, then it 
may be because you have 
not exported it to your 
browser.  There should 
be a menu option in your 
CAC Reader software to 
export your certificates 
to your browser.



Sign Step 7

Click the Sign button.



Sign Step 8

Click the OK button.



Sign Step 9

Click the Save Signed 
Form button.  The 
electronic form will be 
saved to the server and 
the record will be placed 
in the Reviewing 
Officer’s Pending 
Signature box.  You will 
be returned to your ToDo 
list.



Student Signature - 1

After the Reviewing 
Officer signs the form, an 
email is sent to the student 
instructing him/her to sign 
the DA Form 1059.  The 
link provided in the email 
takes the student to a login 
page separate from the 
main DA Form 1059 
system.  Once the student 
logs in, the electronic DA 
Form 1059 is displayed for 
signature.



Student Signature - 2

The student logs in with 
AKO credentials.



Student Signature - 3

The student signs the form 
and clicks the Save Signed 
Form button.



Student Signature - 4

The process is complete and the form is 
ready for electronic distribution.


